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CONPIDPHTIAL

CENTRAL INTELLIGENCE AGENCY
Weshington, D, C,

ADMINISTRATIVE INSTW ‘ 21 November 1949
No.

SUBJECT: Maintengnce of Files of Cables from Participating
Departments

RESCISSION: Administrative Instruction No. - dated
25 February 1949,

1. The Offico of Colleoction and Dissemination will
maintain a refercnco file of all intelligcnce cables rcceived
from other agencios for a period of six months. These cables
will bo dostroyod in accordanco with ecxisting sccurity regulations
aftor being held for six months.

2., All rcquosts for cables will be made to OCD. If a
caeble roquirad ‘is older than six months it will be procurcd
by 0CD from the original recipicnt. '

3. This procodurc docs not portain to certain special
cables now being handled scparately,

4o Any provisions of Administrative Instruction No, -
dated 10 December 1946, in conflict with this Instruction are
rceeindod,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Captain, USN
Executive

DISIRIBUTION: A,
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CONFIDENTIAL

CLiTRLL IHTELLIGLHCE AGEICY i / R
Washington, D, C, ‘

ADMIRISTR.TIVE INSTRUCTION 25 Februcry 1949
HO.

SUBJECT: Maintonance of Filos of Cablos fron Participeting Departmonts,

1. Effective inmodiately and pending revision of Administrative
Instruction No, [} "Tentative cIA Administrative Procedure for Handling
Cables from Participnting Doportronts", dated 10 December 1946, the follow-
ing procedure will govern the naintenance of files of intelligence cablos
received from other agencies;

a. 0CD will naintain for ninety (90) days after receipt an
indexed reference file of all TAC intelligence cables recoived.

b. Communications Division, 0SO, will maintoin a like file
of the same cables for a poriocd of one year,

c. Each activity indicoted above will destroy these files in
accordance with cxisting sccurity regulations when they have boen
held for the prescribed period,

2+ All roquests for cables will be made to 00D, If a cable required
is older than one year it will be procurcd by 00D from the original rccipicnt
or from the Archives,

3. This procedurc docs not portain to cortdin speeial cables now being
handled seporately, '

4. Any provisions of Administrative Instruction No, - datoed
10 December 1946, in conflict with this instruction arc rescindoed.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Captain, USH
Execcutive

DISTRIBUTION: A

CONFIDENTIAL
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© STATINTL CONTRAL INTELLIGENCE AGLNCY
Washington, D. C. .
Ko,

STATINTL =~ SUBJECT: Maintenence of Files of Cables fronm Ela?ticipating Depertments
aeserssroms A 1o R 4 d 2 -2 v

1. The Office of Collection and Disseminstion will maintein
8 referenco file of g1l intelligence cables received from other
agencies for a periou of six months. These cables will be destroyed
in accordance with eﬁsting security regulations after being held
for six nonths, ’

2. A3l requests for cables will be mede to O0D, If a be:ble
required is older than six months 1t will be procured by 00D from
the originel reeciipient.

3. This procedure does not pertain to certain special cnﬁles

' now being handled separately.
STATINTL

L. Any provisions of Adm:lixistrative Instruc‘oion-
dated 10 December 1946, in conflict with this Instruction are
rescinded.

POR THE DIRECTOR OF CENTRAL INTRLLIGENCE:
STATINTL
STATINTL

Captain, USN
Executive
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Waghingten, D, C, v‘
25X1A " ADRINISIaATIVE IVSTRUCTION ‘
HO, B (revised)

SUBJECT: Maintenance of Files of Cables fron Partleipating Departments

1. The Office of Collection and Dissemination will meintein
e referenco file of ell intelligence csbles received from other
agencies for a poriod of cix months. Those cobles will be destroyed
in acoardenco with existing epcurity regulations afber being held
for six mom\ e, » ’

2. A1l requests for cables will b made to 0CD. I & Bable .
requix;é&' e older than six months 1t will be procured by 00D from
the originel red:ipient.

3. Thip procedure doos not pertain to certain speciel cobles
: now being handled seperately.
25X1A 4e Any provisious of Administrative Instruction No. [
dated 10 Decomber 1946, in conflict with this Instruction are
rosecinded.

FOR THE DIRECTCR OF CENIRAL INTALLICEHCE:

25X1A

Ceptain, WSN
Execontive
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CLNTRAL IHTBLLIGENCE AGL..oY

Weshington, D, C,

’25X1A ADMINISTRAIIVE INSTRUCTION 25 Fobruory 1949
‘ MO,

SUBJECT:  Maintenance of Files of Cubles from Participating Departments.,

j 1, Effective immedistely and pending revision of Administrative
 25X1A Instruction No, M "Tentative CIA Administrative Procedure for Hondline
-' Cables from Participating Departments", dated 10 December 1946, the follow-
ing procedure will govern the maintenonce of files of intelligence coblen
received from other agenciess

a, OCD will paintain fer ninety (90) days after rcoeipt an
indexed reference file of all IAC intelligence cables received.

b.  Commumications Division, 050, will maintain a like. file
g of the same cables for a period of one year,

c. Each activity indicated above will destroy thess files in
accordance with exisbing security regulations when they have been
held for the preseribed period,

2. A1l requests for cables will be made to OCD, If a cable required

is older than one yoar it will be procured by OGD from the original reciryient
or from the Archives,

3+ This procedure does not pertain to certain special cables now being
handled seépurately,
I 8’

25X1A 4o Any provisions of Administrative Instruction No. [ doted
‘ 10 Decerber 1946, in confliet with this instruction are rescinded.

FOR THE DIRSCTOR OF CELTRAL INTELLIGENCE:

25X1A Captain, USN
Executive
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SUBJECT: Maintenance of Files of Cables from Participating Departments.

1. Effective immedistely and pending revision of Administrative
Instruction No. - nPentative CIA Administrative Procedure for Handling
: Cables from Participéting Departments", dated 10 December 1946, the follow-
ing progedure will Ppe—emptoyed—in the maintenance of files of intelligence

atarwedd g Sy aw,j.c.-u,clu
cables, from Aqeer—tézeﬂ:p&%i-ng-deparzbmeme :
a, 0CD will maintain,gn indexed reference file of all IAC

o e A AR e

intelligence cables received@r 90 deys after receipt.

b. Communications Division, 0S0, will maintain a like file
of the same cables for a period of one year.

, b | .
C. Bo—bh—eﬁ—bheﬁactiw% indicated above will deutroy
TRrer,
their files in accordance with existing security regulations

b preoided prrirel
when they have been held for the peguiatte—time.
2. A1l requests for cables will be mede to 0CD. If a cable required
is older than one year it will be procured by 0CD from the originsal recipient
or from the Archives. B
Aela i) pedach ’27
3, This procedure nw—il-}—ne»b-affect' certain special cables now being
d separately.
handled separately 25X1A
4. Any provigions of Administrative Instruction No. - dated

10 December 1946, in conflict with this instruction are rescinded; e3d—ether. 25X1A

WWWWMHG—WWW ,
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.Oﬁ%@ Memorandum + UNITED STATES GOVERNMENT

TO : Acting Exscutive ‘ DATE: 2 February 19L9
FROM : Acting Management Officer

SUBJECT: Retention of Cable\ Files.

1. Preliminary discussions were held some time ago to determine the
length of time copies of cables secured from the IAC agencies were to be
retained in: (1) the OCD Library, (2) Communications,

2. All agencies in CIA to a certain extent utilize these cable files.
However, ORE is the primary user.

3+ Recently the subject was reopened and Management questioned the
OCD Library Personnel to determine how many cables have been called for
by operating offices after they were 90 days old. Only one request had
been recorded. There is no record of CIA having ever asked Archives for a
cable so old as to have been destroyed by this Agency or by its original
receiver.

L. Based upon the above, it is recommended that all cables received
be indexed and filed in OCD (after use when that is the case) and main-
tained for a period of 90 days. All cables over 90 days old would be
destroyed according to security regulations.

5. It is recommended that Communications maintain their file of
these cables for a period of one year. After this time they would be
destroyed as indicated above.

6. By this means OCD will be able to give prompt cable service for
current cables (less than 90 days old). Older cables (up to one year)
would be secured by OCD from Comnunications upon request. For cables
which are more than one year old OCD or Communications will secure copies
from the original source or even the Archives., It is the belief of the
Management Office that cable usage indicate the above procedure. will be
adequate. This procedure will not gffect certain other cables. (Reference
our conversation.)

7. (Note: OCD Personnel indicated that they "understand" General
Wright desired that cables be maintained for any reference, and this
decision should be checked with him,)

1 Attach.
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MEMORANDUM FOR: Assistant Director for Special Operations
Assistant Director for Collection and Dissemination-
Assistant Director for Reports and Estimates .

i Assistant Director for Operaticns

’ SUBJECT ¢ Maintenance of Cable Files for Reference.

1, The result of a preliminary study by the Management Office indi-
cates that of all the cables received from the IAC Agencies either by OCD
or by Communications,and when filed by OCD, that 99 per cent of the re-

P quests for cable reference is within the first 90 days such cables are in
possession of CIA.

2. It is recommended, therefore, that:

a, OCD maintain an indexed file of all cables received for 90
days for ready reference.

be Communications maintain their file on the same cables for a
period of one year. ‘

¢. Both of the activities indicated above destroy their files
when they have passed that date.

3, Requests for cables should be made on the basis of the above, and
if a cable required is older than one year, it will be procured by OC
from the original recipient or from the Archives, -
L. All requests for cebles will be made to OCD.

i %, This procedure will not affect certain special cables now being
handled separately.
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CONFIDZHTIAL / Qw{{lw

ENTRAL IN’I“.ELLIGEE-ECE AGElICY
Washington, D, C.

ADMINISTRATIVE INSTRUCTION 21 November 1949
1o,

SUBJECT: Mointengnce of FllGS of Cables from Participating
Departments )

RESCISSION: Administrative Instruction No, - dated
25 February 1949,

1. 'The Office of Collection and Dissemination will
maintain a roferonce file of all intclligcnce cables reoceilved
from other agoncwu for o period of six months.  These cables
will bo destroyed in accordanco wilth cxisting socurltv regulations
af tor boing held for six months.

2, ALl rc:qucsts for cables will be made to OCD. "If a
ceble required is oldor thon six months it will be procured
by OCD from the original recipicnt, :

3., This procodurc docs not pertain to cortain spocial
cables now beirg handled scparately,

4. Any provisions of Administrative Instruction No. -
dated 10 Docember 1946, in conflict with this Instruction are
rcseindod, :

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Captain, USN
Executive

DISTRIBUTION: A.
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